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APPLICATION FOR RECORDS RETENTION SCHEDULE Do T OF AR e o BT
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INSTRUCTIONS See Publmtnon No. 76-—‘!M 1 for mstructnons on completmg thls form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section. .

SV NS PO S

FOR AGENCY USE 1. Agency Address - - : FOR HECORDS MANAGEMENT USE
Application Dete : ‘ Applccatlon Number
Georgia Bureau of Investigation - -
o 3 .__b;r___i__-_l State Crime Laboratory S— 7 7-2 72‘ S
feation Num 959 E. Confederate Avenue, S. E. . ate Recsived Bpp Com Emfgdﬁ
~ o Atlanta, Georgia 30316 AUG"_'.I__T*@?'_?“_“L : o
2. Person to Contact ) Working Title T Telephone Number B
Ms. Pat Jones ' Adn}iplstrqtive és_smtant to Dlrector 656 6050
3. Action Requested T : : T
a. [ Estabusn Retention Schedule: record will continue to accurmnulate.
b. ] Dispose of present accumulation; no further accumulation antnc:pated
® Amend Application No..__76-117  __ Check One: [0 Change; (& Supercede: O Void
4, Dates of Series 5. Records Series Title (followed by title used in offfce i d.-fferent)
Earliest Latest y
1977 |  Present Division Director's & Deputy Director's Investigation Correspondence Filef
6. Division and Office Function - - — What is the function of the Division and the Office in which this record series is created?

The primaty goals of the Bureau of Investigation are to provide crime prevention efforts and
criminal investigative services to local law enforcement agencies and the Executive Branch of
Government of the State of Georgia. The State Crime Laboratory furnishes crime laboratory
service which provides scientific analyses of evidence submitted by Peace Officers, reports
of results suitable for use as evidence in criminal proceedings, and maintenance of records
of investigation by all medical examiners in the State.

7. Record Series Description This file contains the following documents {include form numbers and titles, if any):
: Attach samples of the file.
Documents relating to: Corresponding with various of f icials and individuals concerning

possible criminal cases and activities.

Included are: : Letters to and from individuals, original and copies concerning
' possible criminal cases and activities.

File is arranged: ‘ ?Chrbnolugically By date of letter,
. _

8. Monthly Reference Rate How often are records réferred to which are:

One to six months oid iﬁ&@;._;: Seven to twelve monthsold __.__; Thirteen to twenty-four months old
twenty-five months and older

e

o

:Shelves _________;Other (specify) One file folder
' per year.

9. innual Rate of Accumulation of Records
Letiersizedrawers _____ ; Legai-size drawers
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T Jun'tlﬁnnmve _ iMaczan’ ")(" int the he proper_cotbmn)
: s this the oficial copy of the series?

[ X | TP Tfnot, whereisit?
X b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation.

¢._ls this a vital record? —

Ga. Code 40-2703 This correspondence contains confidential information about case‘%.

X d. Does this series have hnstoncal or Iong terrn research value"

a. When one or two documents in the file make it necessary to keep the entire file for a long period, could these

X f. lsthe mrmamn_mm_ed_m_tmﬁgr_ﬁ_ue_py_nﬂgdz It yes, attach cony.

X documents be scheduled separately? I, : I

g. s the information contained in this series ever analyzed and/or recorded in a summarized report?

X If yes, attach copv.
h, Is there a duplication of this series in your office, or in another office or agency?
X If ves. where? ]

X 1. Is this series for a mafar pertion. of it) regularly microfilmed?

X L._Does the record series result in a comoputer printout? . : ———

11. Retention Requiremants "' The following requires the series to be kept:
‘a. State Law | years. _ d. Audit period years.
b. Statute of hmltatlon - : years. e. Administrative need 10 years.
¢. Federal law ‘ ' ___years. . - {. Federal retention instructions years.
Attach copv or excert of laws or regulations. Explain adm:mstratwe need.
Proper administration of the Crime Laboratory makes 1t necessary that the Director be
able to refer to actions of the past 10 years.

12. Approvad Disposition Instructions This agency recommends that the file series be cut off at the end of each: T

i ‘ " . O Calendar Year; § Fiscal Year: ] Other then,

Hold in the current filesarea .. _monthi{s) 3 _ year(s); then
O Transfer to local holding area; hold ____________year(s); then
B Transfer to State Records Center; hold ___7 _____vyear(s); then
& Destroy.
{0 Transfer to State Archives for permanent retentmn
O Other (Specify) : .‘
These instructions apply to all prior and future accumutations of the series.

Agency Head/Designee (Signature) __Date Records Managament Officer [Signature) Date

féz/g\’\ﬂ"\ ". 5’*((»77 cQ(a.:Lq(— G« S WKW 5’//@’[’)7

é'—\ Stat, eorgl)(iammmae (Signature)]

Date

of explanation.)

Recommendations in para-
graph 12 are approved.
{If disapproved, attach letter

State Auditor/Designee

\W

F?f)_/r?

Secret#ﬂ% State/Des:gnee

9-1-77

Arttorney GenerallDesigne?/ g

///M }Aw

G-27)

, AR-50=71. Rav, 76

(Rcwru Side)

e — S ——



